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Print a QPA Release
With PeopleSoft Purchasing, you can dispatch and print your Quantity Purchase Order Releases (Release)
individually or in volume. You can dispatch them from the online pages or through a run control page. A Release must
have a status of Approved or Dispatched and have passed the Commitment Control budget check to be eligible for
dispatch. The PO Dispatch/Print process contains business process logic and is responsible for retrieving data from
the database, constructing purchase orders, and sending the output files to the proper locations.

When you run the Release Dispatch/Print report (SOIPO025) from the Purchase Orders Print page, a hard copy of the
PO prints, but the POs are not dispatched. You are responsible for printing the current Terms & Conditions on
the reverse side of every page of the QPA Release dispatched.

Additional help in PeopleBooks: PeopleSoft 8.4 Purchasing PeopleBook Dispatching and printing purchase orders >
Dispatching purchase orders

Step Directions
A. Navigation and Search 1. Navigation: Purchasing > Purchase Orders >

Dispatch PO
2. Search: Select or add a run control
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Step Directions
B. Select the Purchase Order(s) to print 1 Select the release(s) to be printed by filling in one or

more of the fields on the Dispatch Purchase Orders
page.
a) Business Unit – fill in the purchasing business

unit
b) PO ID – fill in or select the Purchase Order you

want to dispatch
c) From & through date – fill in if you want to print

multiple requisitions for one business unit
d) Buyer – fill in if you want to print POs from one

Buyer
2 Miscellaneous options

a) Chartfields – valid, invalid, or both
b) Change Orders – original, change orders only, or

both original and changes
c) Print only changed information
d) Print the item description for items (not ordered

by description).
e) Test the dispatch to print but not dispatch the

PO.
f) Print duplicate – prints the word Duplicate on the

PO
g) Print copy – prints several copies of the PO

3 Click the yellow RUN button

C. Request the print 1 Select the Indiana QPA Release process to run.
2 Select the output type – Web
3 Select the format – PDF
3. Click OK to start the requested process(es)
4. It may take several minutes to generate the RFQ

documents. You may use the Report Manager OR
Process Monitor to view the documents when they
are ready.

5. If no documents generate check that you had the
correct statuses marked; or include all statuses if you
are printing a specific requisition.
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Sample QPA Release


